B¥ Datanamics

Microsoft Office Excel 2007/: Levels |- 3

Instructor-Led (Classroom) - One Day Per Level

Level | - Course Description

You have basic computer skills such as using a mouse, navigating through windows, and surfing the Internet. You have also
used paper-based systems to store data that you run calculations on. You now want to migrate that data to an electronic for-
mat.

Who Needs To Attend

This course is designed for people preparing for certification as a Microsoft Certified Application Specialist in Excel, who al-
ready have knowledge of Microsoft® Office, Windows® 2000 (or above), and who desire to gain the skills necessary to cre-
ate, edit, format, and print basic Microsoft Office Excel 2007 worksheets.

Prerequisites

Students should be familiar with using personal computers and have used a mouse and keyboard. You should be comfortable
in the Windows environment and be able to use Windows to manage information on your computer. Specifically, you should
be able to launch and close programs; navigate to information stored on the computer; and manage files and folders. Students
should have completed the following courses or possess equivalent knowledge before starting with this course:

¢ Windows XP Professional: Level |

e Windows XP Professional: Level 2

e Windows XP: Introduction

¢ Windows 2000: Introduction

Course Fee
$245

Level 2 - Course Description

In Microsoft Office Excel 2007: Level |, you created, edited, formatted, and printed basic spreadsheets. You now have a need
to streamline repetitive tasks and display spreadsheet data in more visually effective ways. In this course, you will use Microsoft
Office Excel 2007 to streamline and enhance your spreadsheets with templates, charts, graphics, and formulas.

Who Needs To Attend

The target students for this course are students who desire to gain the skills necessary to create templates, sort and filter data,
import and export data, analyze data, and work with Excel on the web. In addition, this course helps prepare students who
desire to take the Microsoft Office Specialist exam in Excel and who already have knowledge of the basics of Excel, including
how to create, edit, format, and print basic worksheets.
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Level 2 - Course Description (Continued)

Prerequisites

Before starting this course, students are recommended to take the following course or possess equivalent knowledge: Micro-
soft Office Excel 2007: Level |.

Course Fee
$245

Level 3 - Course Description

Your training in and use of Microsoft Office Excel 2007 has provided you with a solid foundation in the basic and intermediate
skills for working in Excel. You have used Excel to perform tasks such as running calculations on data and sorting and filtering
numeric data. In this course, you will extend your knowledge into some of the more specialized and advanced capabilities of
Excel by automating some common tasks, applying advanced analysis techniques to more complex data sets, collaborating on
worksheets with others, and sharing Excel data with other applications.

Who Needs To Attend

This course was designed for students desiring to gain the skills necessary to create macros, collaborate with others, audit and
analyze worksheet data, incorporate multiple data sources, and import and export data. In addition, the course is also for stu-
dents desiring to prepare for the Microsoft Certified Application Specialist exam in Microsoft Office Excel 2007, and who al-
ready have knowledge of the basics of Excel, including how to create, edit, format, and print worksheets that include charts and
sorted and filtered data.

Prerequisites

To ensure your success, we recommend you first take the following courses or have equivalent knowledge:
e Microsoft Office Excel 2007 Level |
e Microsoft Office Excel 2007 Level 2

Course Fee
$245

For more information contact Karen Stewart at (702) 697-2242 or KStewart@Datanamicsinc.com.
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